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BACKGROUND

The Department sponsors a substantial nunber of conferences, training sessions
or neetings where on site neals nust be arranged in advance. Meals may be
provi ded when included with the registration fee as a conmponent of the
conference schedule. In nmany cases, the facility waives the fee for neeting
rooms when the neals are provided.

The Departnent's policy requires that nmeal expenses, if allowed, neet the test
of "actual, reasonable, and necessary expense incurred in the di scharge of
official duties.” One of the steps conducted by Accounts Payabl e/ Preaudit is
to verify that meal maxi muns per person are not exceeded. DHFS organizations
shoul d not knowi ngly contract for neals exceeding state neal maxinums. Please
note that the Meal Maxinuns include the gratuity.

Speci al Note: The maxi mum al | owabl e gratuity for individually purchased
meals is 15% The Departnent no | onger requires vendors to
accept 15% as the maxi num gratuity or service charge on group-
purchased neal s at conferences and/or neetings. For group-
purchased neals, the ampunt of gratuity or service charge is
to be based upon what is negotiated between the vendor and the

Department. This amount will be considered the industry
normal amount. The neal naximunms which include the gratuity
still apply.

POLI CY

Account s Payabl e/ Preaudit require organizations to submt a |list of people
actually attending the function along with the original invoice for any neals
provided. This information is used to determ ne that allowable nmeal maxi munms
are not exceeded.

As an alternative to the above |ist, Accounts Payable/Preaudit will allow
organi zations to substitute a list of paid registrants for a list of actua
attendees. \When using the list of paid registrants, the organization needs to
state that there are no refunds or credits to registrants after the fina
arrangenents have been nmade with the vendor

VWhen nmeal maxi muns are exceeded, the organization is required to submt
justification and approval by Division Admi nistrator/Ofice Director. This
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may be del egated further but not further than Bureau Directors. |If the

Di vision Adm nistrator/Ofice Director further delegates this approva
authority, a signed statenment identifying the designee nust be forwarded to
Harlan O son in the Accounts Payabl e/ Preaudit Section — Bureau of Fisca
Servi ces.

Account s Payabl e/ Preaudit will not allow rei nbursenent for these neals if the
organi zati on does not provide a |ist of attendees or registrants.

PROCEDURE

Meal expenses incurred as a part of a conference, nmeeting or training session
may be all owed provided that the followi ng conditions are net.

1. An appropriate detailed original invoice nmust be subnitted. The
detail ed invoi ce should indicate what was served as well as the nunber
of people served. No al coholic beverages may be included.

2. The neal expense (inclusive of gratuity) does not exceed the nea
maxi muns. See Section 12—3ravel 1.0 (Travel and Lodgi ng Provisions) for
meal maxi muns.

Speci al Not e: The maxi mum al | owabl e gratuity for individually
purchased neals is 15% The Departnment no | onger
requi res vendors to accept 15% as the nmaxi numgratuity
or service charge on group-purchased neals at
conferences and/or neetings. For group-purchased neals,
the amount of gratuity or service charge is to be based
upon what is negotiated between the vendor and the
Departnment. This anpunt will be considered the industry
normal amount. The neal maxi muns which include the
gratuity still apply.

3. One of the following two lists are required to be subnmitted:
a. A list of people actually attending the function.
b. A list of paid registrants. This option requires that the

organi zation provide a statenent that there are no refunds or
credits to registrants after the final arrangenents have been nade
with the vendor.

4, The Departnent nust nake paynment directly to the vendor. The Depart nent
currently requires a purchase requisition if the cost is from $100.00 to
$5,000.00. |If the cost exceeds $5,000.00, a purchase order is required.

Speci al Not e: The P-Card nmay be used as an alternative to pay for
group-purchased neals in lieu of using a Purchase
Requi sition. This also includes those situations where
the paynent is below the Purchase Requisition
requi renents

5. Under 3. a. Above, the list of people attending should include their
headquarter city. |f headquarter city nmeals are invol ved, reinbursenent
wi |l be authorized only when absolutely necessary pursuant to Section
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12—3ravel 1.6 (Headquarters City Meals and Meeting Locati ons-Del egation
of Authority). Please note: The headquarter city approval requirenent
is wai ved when there is a registration fee.

REFERENCES

DHFS APP Section 12—3ravel 1.0 (Travel and Lodgi ng Provisions)
DHFS APP Section 12—3ravel 1.6 (Headquarters City Meals and Meeting Locations-
Del egation of Authority)
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